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Using the Howard County On-line Employment Application

oo First Time Users Guide

1. Go to www.howardcountymd.gov and click on Careers.

w.howardcountymd.gov/
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Services Meetings & Events Departments | Want To Contact Us

Welcome to Howard County
Welcome to Howard County Government's new website. This site has been
ned with the sole purpose of making information you need easier to find. We
have also added several features to make government services available online,
and to keep you more informed about loc 5. Ple minutes to
look through the site and as always, never b e to conta ith your Sgﬁgtclgl
thoughts or ideas

County Executive Uiman
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http://www.howardcountymd.gov/

2.

Scroll down the page until you see the alphabetical list of job titles and click on the job title in which you

are interested.

howardcountymd.gov:

P~

¢ Favortes | %5 (@ Howard County Governm.

8 Howard County - Employment Opportunities

- search - | More>>

You must have an email address to complete your application. If you need one, we suggest opening an email account at one of
the numerous free emall services. Be sure to create an authentic email account.

Itis important that you
during the applcation g

D
1. For additional help, please view our FAQS.

Your Privacy is Important

Equal Opportunity Employer

Online applications are stored on a secure site. Only authorized County employees have access to the information submitted.

Closing Date 1Y
.57 - $26.36 Hourly

- $14.00 Hourly.

- $29.51 Hourly

o

.00 - $75.00 Hourly

.00 - $75.00 Hourly

.62 - $30.06 Hourly

Not Displayed

$7.25/Hour

$18.00/Hour

$7.50 - $14.00 Hourly

Ogerations Supervisor I- Public Works, C,

Police Cadet

Police Officer (L ateral) - Police Depart.

Police Officer Recrut - Police Departme,

reschool Coaches, of Recreat.

easonal Park Rangers- Recreation & Park..

jisual andlor Arts Assistant.

- $10.00 Hourly

ual or Performing Arts Specialist; Su

- $14.00 Hourly.
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Job Listings

lotifyMeHoward

Job Title:
Closing Date/Time:
Salary:

Job Type:

Location:

Administr de- Fi

Fri. 02/10/12 11:59 PM Eastern Time

8.36 Hourly
- $58,988.80 Annually

Full Time
George Howard Buiding, 3430 Courthouse Drive, Elicott City, Maryland

\4

print Job Information | Apply

POSITION SUMMARY/CLASS DEscripTIoN | IETTRToN ETTE e

POSITION SUMMARY:

CLASS DESCRIPTION:

Performs advanced technical level

Is responsible for advanced lvel of derica support and County'spayrol processing Work incudes eding,
ind accepting payroll interface into the County's financial system. Knowledge of the County’s finandial
ystem shd fiecive communcation with County a0enoes and employees are essentl.

general supenvision from an administrative or technical superior. Work typically involves administrative support

administrative support work, which may indude supervisory responsibilty, under

Intemet | Protected Mode Off



4. Click on CREATE YOUR ACCOUNT HERE.
_rm o cormflogin -7. NE

Job ListNg | Promational Opportunities | Job Interest Card | Job Descriptions

Login

e you registered?

To apply online for a position, please craats an account (registration is free). If you have
already created your Governmentlobs.com personal account, please login below.

Online Employment Application Guide

Username:

Password:

Career Seeker Login Update:
In our ongoing effort to ensure a high-level of security to protect your personal information,
we have made some changes to the password reset process. To use the password reset
features, you must enter the email address you used on your account. An emal will then be
sent to this emai address with 3 link to reset your password. In the event that you forget
your login information and do not have an e-mail address on your account, or no longer have
access to the email address used on your account, you will need to create a new account and
applcation form. If you do not currently have an email address entered on your accour, we
SErongly recommend you enter an ama address th alow ¥ Your password in the
fueure: Please note that emad accounts are avalable for ‘Wee from many diferent providers
(e.9. Gmail, Hotma, and Yahoo).

To access the featu you must first be 3 registered
user. Registration is completely lvee prtytes only afew seconds. We dantt share your
information with anyone and we're not going to send you an unsolicit

information about privacy at m, please read our Prv.

NEOGOV

& @ lInternet | Protected Mode: Off

*If you have already created an account you would simply log back in entering your username and password. You
will not be able to create another applicant account using the same e-mail address

5. Enter your new account information (you MUST remember this information)

*You must have an email address to obtain a username and login, if you do not have one please create one
through hotmail, yahoo, aol, etc



6. Click on the ‘Save’ button
18 HoWARD COUNTY GOUERWENT_Whors et B profict by overs conty oo S, T TR OO W e
=

ps:/ /i \: Account.cfm? 59

Job Listings | Promotional O | Job Interest Card | Job D

Job Listings

Request New Job Seeker Account

* First Name
Middle Initial
“Wast Name
PrimaryRpone

Alternate Pho)

* Email
* Notification —— oot == ~
Preference
By which ™ghed would you prafar to be notified about application status, testing dates and sxamination rasults?
* Address 1
Address 2
* City
* State __ gelect == -
* zip
Country —= select == -
* Username
Tip: Your usemames must be uniqus. Choose = Mgmame that you can sasily remember. You may use letters and numbers and the underscors "_". Bxample: john_dos2s

*+ Password

Password must contain at least one letter (any case)
Password must contain at least one number
Password must contain at least one special character
Password must be at least 8 characters long

* Confirm Password

Save

€ Internet | Protected Mode: OFf

e A page is displayed with your login information. Click on the ‘Login’ button
e  Enter your username and password and click ‘Login’

7. Click on the ‘Create Application’ button

Note: You do not need to create a separate application for every job that you apply for. Each applicant must have
his/her own account. You cannot share accounts

[ ttome | Job saarch | About Us | Heip | Logout
walcome, [Coste ] ogeun

In ordér W apoly for 4 posdion you need o reate an apphcaton frst. Chde on the
“Create Application’ button and well guide you through the prooass.

_ troats Application wif

ﬂiilitiﬁﬁl‘li ou“ve Creatid:

Tip: You do MOT need to recreate a now application every Bme you'ne apolying for a
pasibon,

chJobs | AppEcatsn Status | MY agcopnt | Logout

| Eear

Abgat Geveenmaniloby Prsagy Pobioy | Legsl Tewng

Sepynght & 2000-2003 Goveramantisba, AR nghes rerevad, Baeaet Panding




8. Input a title for your application for your future reference
9. Click on the ‘Create Application’ button

10. Fill in the ‘Personal Profile’ information

WiBhzoma, ey | Kogt

(PART-TIMIL} BEVENUL ASSISTANT | - dppliabon process steps:
i
Nk
Application
Iob Application » Profile

® Requrad Tiald

tancal | [ e B Mise Application ]

Contact Infarmatian
*First Name

|ee

Middle Jrstisl

[&

Premnary Phons
| X00-555- 24T

fltgrnate Phare

* Ermeail

[ive_BT@an].com

11. Click on the ‘Save & View Application’ button
12. If you want to add education or work experience, click on the links for ‘Add Education’ or ‘Add Work
Experience’ and complete these sections. You can also add Certificates or Licenses, Skills, Additional

Information, References, and a Resume, if desired. Click the ‘save’ button at the bottom of each
section.



Job Application o Rewiew

* Required Field
Complete your application by scrolling dowmn and adding your informmation. When you are finished
antaring all of your information (such as education, work history, certificates, stc.), click on the
button below to continue,

Co to Confirm Application |

Personal Profile Edit Persanal Profile
Manme: Joe Somith Address: 1415 Santa Monica Bivd
Santa Monica, California 20210
Social Security: Z2F-45-69FE Email: foe BSEaol corn
Motfication Praferamnce: Ermail
Horme Phone: alvernate Phome:

Other Personal Information

Drivar's Licamnse: wes, California
Can you, after employment, submit proof of Tas

youwr lagal right to work in the United States?

What is your hag lewel of ed LSt Tolrg Bachelor's Degres

Preferences
Preferred Salary:
Are you willing to relocate?

Trpes of posittons you will accept:
Types of work you will accept:
Types of shifts ywou will accept:
Dbjective

Education — Sl Education
Waork Experience — Add Waork Experiemce
Certificates and Licenses Add Certificates or Licenses

13. Click on the ‘Logout’ link in the upper-right-hand corner

To Apply for a Specific Job Opening

1. From the employer’s employment opportunity website, click on the job title of the job you are interested
in.
2. Click on the ‘Apply’ link

Job Tithe: (PART-TIME) REVENUE ASSISTANT |
Salary: §15.54 - §19.94 hourly

Job Type: Part-Time (19 172 Hours par Week)

Location: City of Stockton, Cahforma

Department: Admenistrative Services

Print Job Information | Apply  -ifj—

3. Login using your applicant username and password that you created previously.

Note: If you have previously created an applicant account, login using the previously created username and
password. You will not be able to create another account using the same e-mail address.



[sne | 2o snarc RO o s [Pt i iy Lo
Are you ud:hﬂd?

To apply onéne for 3 postion, please creabs an account HERE (registration i free). If vou
have aready created your Governmentiobs.com personal account, please logn balow,

Usarmama: jos_B5

Passveord: eee|

[togn]

Mot Regeatarad Yar? Crasrs YVair A copnt Hers!

Fargok by Pagawar

4. Click on the link that says “To apply for the position of your position title click here.

To apply foc the position of (PART-TIME) BEVENUE ASSISTANT | click hare.

Craata Application | \

5. Answer the agency-wide supplemental questions

(PART-TIMEL] REVENUL ASSISTANT | - Application procass steps:
o &
Fol Anency-wide
dpplication  Questions

Agency-wide Questions

® Bggpuetad Fepld

if you need more than one hour to complete ter saction :I-:lc tha * !-wlr Work in Frogress®
#d "R

Button secasianply to tave your work. A irad" fingd 1o ke andwared in
ordar to subir the sppication, Nete: DO NOT ose HTML tags in Tnur ETEWETE

The purpose of they Supplamentsl Quartonnaeny it o o3tain sddmional job related information in
ordar o evalusls sducalion, iramng and expanence relaive b the pasmon_

=1, fire you gurrently or have you ewer been smployed by the Ciy of Stockton?

Cowes T Mo

6. Click on the ‘Save & Proceed’ button at the bottom of the page
7. Answer the job-specific supplemental questions (if any)



o 1] @
1gh Anency:wide Supplemental
Anplication  Duestions  Duestions

Supplemental Questions

* Bagquired Freld

IF you need more than one hour to complete this secbon deck the "Save Work in Progress’
buston occasionally to save your work. &l questions marked "Required” need to be answered in
worder to subrit the applcation. Note: DO NOT use HTML tAgs & yOUr SNSWers.

The follewing questions agply to anly the pestion you are applying for.

*1, The Supplemental Questonnaire is part of the sxamination process; sccordingly, it should be
complated carefully. It must be submitted with yowr offecisl smployment spplication. D not
rclicats *5pe rASuMe" 85 AN Andwar 1o AnY of thbse question

I cerufy that the imformation provided is accurate and complete to the best of my knowledge. [
understand that any falsification may cancel any terms, condibons, or provileges of
emmpleyment.

® vag T Np
=2, Do you possess a high school diploma or GED?
& ves T Ho
=3, D¢ you possess a valid California Class “C° Driver's Licenss?
# wes " Ho
[ save wodiinProgress | Save & Procesd |

* Reguired Field

8. Click on the ‘Save & Proceed’ button at the bottom of the page
9. Scroll to the bottom of the application review screen and click ‘Confirm & Send Application’
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« [ rutmrres 2z e view =2 | [erig aworaes county (2]
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160, T vemme i s it ot mbet thim S 7/
S e Deer T
e
b5 g
PO

Edit
9. Qi Flease indicate your sthnle origin Edit
Edit

Confirm Applicatian

Top | G Use | Brivacy Policy | Wabsite Accessibility
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10.Click the ‘Accept’ button on the digital signature screen

/2 Human Resources: Job Listin,'s - Windows Internet Explorer pravided by Howard County Government -]

% - el http:#E-Q‘ZZS.112\1tinhseekersta:ceptistatemant‘cFm?H\ghStep:4& = \E] |z] [prince georges county \E

File Edt View Favorites TDOIS\HE\p
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plication process steps:

R o F P
Agency-wide 1 al Confirm Certify &
Juestions Juestions Application Submit

By clicking on the ‘Accept’ button, I hereby
certify that every statement [ have made in
this application is true and complete to the
best of my knowledge. I understand that
any false or incomplete answer may be
grounds for not employing me or for
dismissing me after I begin work. I
understand that I will have to produce
documentation verifying identity and
employment eligibility in the U.5. T
understand that I may be required to verify
any and all information given on this
application. I undersiand that this completed application is the
property of Howard C\unty Government, Office of Human Resources
and will not be returney. I understand that the Howard County
Government, Office of H\man Resources may contact prior employers
and other references. I uyderstand that I must notify the Human
Resoburces Division of any Yhanges in my name, address, or phane
number.

Accept | Decline

Teg | Conditions of Use | Privacy Pelicy | Website Accessibility
& Copyright 2002-2007 - Howard County, MD Govarnment
All Rights Reserved. -

[pone [ [ [ NJLocalintranet [0 ~

0 ;
Hstart| [+~ Inbox - Microsoft Outlook | | Fui: NEOGOY Agency W... | Document2 - Microsoft ... | /& Human Resources: Jo... € hitpifjw princegeorg.. | |« 1~ @1 % 2u134m

11Click on the ‘Logout’ link in the upper-right-hand corner

12. You will now see the confirmation screen

wd County Government

| 7 htip:4769.225.112.11jobseekersiis_appconfirm. crm7RRID=226133 =14 |Z [sooge 2|
Fle Edt View Favortes Tooks Heb @sneott B
¥ ¢ P Governmentdobs.com - GovernmentJobs.com | I i -

7 GovernmentJobs

[me T seer ! bt s T Lagou ]
Welcome, Mary Ann Heine Help Logout

=

Application for e Aide is Click here for s printsble version of the ou
complete.

Confirmation

Dear Mary Ann Heine

Thank you for applying for employment with Howard County
Government. We have received your application. All
applications will be reviewad by the Office of Human
Resources after the position closing date.

Applicants will be notified regarding their application status
and whether or not they will be contacted for an interview.

You may log into your account via the Application Lagin link on
our website to track the status of your application.

Main Menu | Search Jobs | Application Status | MY Account | Logout

About Governmentlobs Privacy Policy | Legal Terms

£ 2000-2005 Governmentlobs. All ights reserved. Patent Panding. g
pore T K tocalranet [Fioow
#stant| @ ave prss .. [ |® |3 WR... | [ Calendar - Microso...| [« v/ [B],0 & @) iaspm

O F|PRlan|lXsRHE|l @
start| ([~ Inbox - Microsaft ... | [ Job Descriptions - .. | [ ECEOW |[& Confirmationbm... & NECON Insight .. | @ kids halloween cost...| [« (- @@ & 441 pm




13.  You will remain logged into your account unless you click LOGOUT on this page. It is important that you
log out of your account before leaving a public access computer, so that the next user cannot see your
personal information.



